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NC 403(b) Sole Recordkeeping Timeline 

Week 1- 3 Week 4-6  Week 7-8 Post Implementation 

Week 4 

• Obtain Mail File from school 

district 

• Receive test remittance file from 

school district 

• Discuss and confirm date for first 

payroll contribution to TIAA-

CREF  

 

Week 5 

• Employee communication 

materials developed for review 

• Obtain data file from school 

district for bulk enrollments 

 

Week 6 

• Employee communication 

materials approved and mailed 

• School district microsite is 

published.  Communication 

materials are added for 

employees to download 

• Placeholder for Bulk Enrollment 

and Welcome Kit Mailing 

Week 7 

• 403(b) plan setup complete 

• Administrator access and 

training session 

• TIAA-CREF internal business 

partner training for Financial 

Service Consultants 

 

Week 8 

• Communication materials and 

welcome kits received by 

employees 

• Test remittance file approved 

for live processing.  

• TIAA-CREF final project 

inspection before 

implementation 

• 403(b) project complete 

 

 

First payroll contributions 

received and applied to 

employee accounts 

Week 1 

• Program Establishment 

Guide Executed and 

delivered to TIAA-CREF 

• Initiate: Project Scope & 

Timeline 

• Initiate: Transition Kickoff 

Meeting  

• Confirm school district 

project resources 

 

Week 2 

• Receive and Review Prior 

Plan Documents 

• Obtain payroll calendar from 

school district 

• Review contribution 

remittance process with 

school district 

 

Week 3 

• Initiate 403(b) plan setup on 

TIAA-CREF record keeping 

system 

• Provide remittance file layout 

specifications and 

instructions to school district 

for review 

TRANSITION EFFECTIVE DATE 

Ongoing: 

o Individual Financial 

Counseling Sessions available 

o Quarterly Statements 

 

TRANSITION BEGINS 



NC 403(b) Multi-Vendor Timeline 

Week 1- 3 Week 4-6 Post Implementation 

Week 4 

• Receive test remittance file from school 

district 

• Administrator access and training 

session 

 

Week 5 

• Employee communication materials 

developed for review 

• TIAA-CREF internal business partner 

training for Financial Service 

Consultants 

 

Week 6 

• Employee communication materials 

approved and mailed 

• School district microsite is published 

Communication materials are added for 

employees to download 

• Test remittance file approved for live 

processing.  

• TIAA-CREF final project inspection 

before implementation 

• Employee enrollments begin 

• 403(b) project complete 

 

Ongoing: 

o Individual Financial Counseling 

Sessions available 

o Quarterly Statements 

 

Week 1 

• Program Establishment Guide 

executed and delivered to TIAA-CREF 

• Initiate: Project Scope & Timeline 

• Initiate: Transition Kickoff Meeting  

• Confirm school district project 

resources 

 

Week 2 

• Receive and Review Prior Plan 

Documents 

• Obtain payroll calendar from school 

district 

• Review contribution remittance process 

with school district 

• Provide remittance file layout 

specifications and instructions to school 

district for review 

• Initiate 403(b) plan setup on TIAA-

CREF record keeping system 

 

Week 3 

• Obtain Mail File from school district 

• 403(b) plan setup complete 

TRANSITION EFFECTIVE DATE TRANSITION BEGINS 



Communications Overview 

Week 1- 3 

Week 4-6 

 Week 7-9 

Post Implementation 

Announcement Mailing 

First official employee 

announcement from the school.  

Coming updates 

Why the change 

What to expect 

Schedule of events 

In-Person Transition Seminars 

Topics to Include: 

 Overview of updates 

 New investment menu 

 Transitioning to the new investment menu 

 Advantages of participating in the plan 

 Tips for creating a retirement strategy 

 How to learn more and receive assistance 

 Q&A 

 

Transition Guide 

Mailing 
Transition Guide contents: 

 Key dates 

 Next steps/action items 

 Overview of updates 

 New investment menu 

 Mapping schedule 

Welcome Kit Mailing 

Welcome Kit includes  

Cover letter 

Enrollment confirmation 

Online login information 

Beneficiary designation 

Welcome brochure. 



Investment products may be subject to market and other risk factors. See the applicable product literature or visit 

www.tiaa-cref.org/nc403b. 

Distributions from 403(b) plans before age 59½, severance from employment, death, or disability may be prohibited, 

limited, and/or subject to substantial tax penalties. Different restrictions may apply to other types of plans.  

TIAA-CREF or its affiliates do not provide tax advice. Please consult your tax adviser. 

Investment, insurance and annuity products are not FDIC insured, are not  

bank guaranteed, are not bank deposits, are not insured by any federal government agency, are 

not a condition to any banking service or activity,  

and may lose value. 

You should consider the investment objectives, risks, charges and expenses carefully before 

investing. Go to www.tiaa-cref.org/nc403b for current product and fund prospectuses that 

contain this and other information. Please read the prospectuses carefully before investing. 

TIAA-CREF Individual & institutional Services, LLC and Teachers Personal Investors Services, Inc., members FINRA, 

distribute securities products. Annuity contracts and certificates are issued by Teachers Insurance and Annuity 

Association of America (TIAA) and College Retirement Equities Fund (CREF), New York, NY.  

© 2014 Teachers Insurance and Annuity Association of America-College Retirement Equities Fund (TIAA-CREF), 730 

Third Avenue, New York, NY 10017. 

North Carolina Total Retirement Plans and the North Carolina Total Retirement Plans logo are service marks of the 

North Carolina Department of State Treasurer. 
C16987 


